
Guidelines and Procedures for iPads 

 
1. You need to bring all new devices to the Technology office for their initial set-up and to 

be added to the district asset inventory. 

 

2. iPad carts should be kept plugged in. All iPads need to be returned to the cart at the end 

of the day and plugged in by the teacher only. 

 

3. If the iPads are not charging successfully, please unplug the cart for approximately 10 

seconds and plug it back in. If you still are not getting a successful charge, please submit 

an iiQ ticket. 

 

4. NEVER use the padlock code to lock the cart. You should always only use the key that 

came with the cart. When you leave for the summer, or will no longer be working at 

your building, you must return the key to the principal. 

 

5. It is recommended that you share your iPads with other teachers in the building when 

you are not using them. Early Childhood teachers, you should use the iPad Checkout 

Sheet and tape it to the side of your cart to keep track of which teachers are borrowing 

iPads from you cart. If the custodians are moving the iPad carts in the summer, they 

must let the site-tech or principal know. It is important to be aware of where the iPads 

are in the building, in case a state or district auditor decides to stop by and perform a 

spot check of the building. 

 

6. iPads checked out through the Media Center need to be checked in/out through the 

library circulation system. They can also be set up on a Room/Equipment Reservation 

Calendar through Microsoft Outlook, so teachers can reserve them for certain days. 

 

7. If carts are permanently re-located to different classrooms, the teacher/principal needs 

to let the site-tech know, and the site-tech needs to let the Technology office know so 

they can change the location in the inventory asset records. 

 

8. It is recommended that all devices have the cellular data setting turned off, unless there 

is absolutely no wi-fi available in your building. If you leave cellular data on, the device 

does not always receive the proper updates the Technology department pushes out. 

 

9. It is recommended that the teacher keep track of which students use which devices, in 

case misuse/damage/theft occurs. It is recommended that the teacher number the 



iPads and assign specific students to use specific #’s. If you are using an iPad in a 

center/station please check on it regularly throughout the day. 

 

10.  Teachers must monitor student device use.  

 

11.  If an iPad becomes damaged or does not work properly, you need to submit an Incident 

IQ ticket immediately using the Asset # on the device. 

 

12.  Do NOT let students plug/unplug charging cables or headphones. These areas on the 

iPad are delicate and need to be handled by the teacher only. 

 

13.  Students can be given the responsibility of closing out apps/programs and deleting 

photos/videos. Please teach your students the proper way to do this before asking them 

to perform the tasks. 

 

14.  When the teacher is plugging in the iPads at the end of the day, they should also be 

checking to see if all apps are closed, if all photos/videos have been deleted, and 

browsing history has been cleared (Settings>Safari>Clear History and Website Data). 

 

15.  If there are iPads that have not been used at all throughout the day, the teacher needs 

to at least take them out of the cart, wake them up, and open the Safari app. 

Performing this task will send a signal to our Technology office allowing the devices to 

receive any updates that might have been pushed out that day. You can then 

immediately close the app and return the devices to the cart. 

 

16.  All classrooms have wi-fi access points in them. If you have a device that is experiencing 

difficulties, try taking it to another classroom first to see if the change in wi-fi access 

resolves the issue. If it does not, please submit an Incident IQ ticket immediately. 

 

17.  iPad storage is something to be concerned about. If you have too many apps on the 

devices it will slow them down considerably. Make a list of apps that you no longer use 

and submit the list in an Incident IQ ticket to have the apps removed from the devices. 

 

18.  All iPads need to be kept up to date. There are some updates that will have to be 

processed manually by the teacher. The teacher will need to plan on running updates on 

5 devices per day, until all devices have been updated. This needs to be done every 

month. 

 

a. Set aside five devices that will not be used by students for that day. Make sure 

they are fully charged. 

 



b. Unplug them and set them on a counter in your classroom where they can 

receive a strong signal from the wi-fi access point. 

 

c. Check to see if the devices need an iOS update. 

i. Go to Settings>General>Software Update. (Please make sure automatic 

updates are turned off. If you leave them turned on, the devices in your 

room may all try to update at the same time slowing down the wi-fi 

speed in your classroom.) 

ii. If your device needs an update, click “Download and Install”. 

 

d. Once the iOS is up to date, you will then need to check for other necessary 

updates by using the JAMF Self-Serve app. 

e. Open the Self-Serve app.  

 

f. Click on “Updates” in the bottom right. 

 

g. Click “Install” for each app that is needing an update.  

 

h. Apps that are updating will be slightly grayed out on the iPad’s home screen. 

When they are finished updating, they will have a blue dot next to them. (Note: 

Sometimes an app will be listed in the “Updates” category but will not actually 

need an update. It’s okay to click the install button, but you may notice on the 

home screen that the app is not doing anything. Also, some apps may remain in 

the “Updates” category even after they have successfully updated. This is okay 

and is nothing to worry about.) 

 

19.  To clean the iPads  (https://support.apple.com/en-us/HT204172) 

 

a. Use only a soft, lint-free cloth. Avoid abrasive cloths, towels, paper towels, and 

similar items that might cause damage.  

b. Unplug all external power sources, devices, and cables. 

c. Keep liquids away from the product. Don't get moisture into any openings. 

d. Don't use aerosol sprays, solvents, or abrasives. Don't spray cleaners directly 

onto the item. 

https://support.apple.com/en-us/HT204172

